
GSFC Assessment Cycle Processing 
Job Aid 

 
 

This job aid should be used in conjunction with the user procedures on the OLQR for Processing 
Assessments in Test Mode and in Live Mode 
 
1. Go to Transaction KSU5 and enter the following information: 
Period: XX to XX (The Fiscal Period for which you are running your chargeback) 
Fiscal Year 
Select Background processing 
Select Test run (Deselect if it is the production run) 
Select Detailed lists 
Cycle: 51XXXX (The name of your assessment cycle) 
Start date: XX/XX/XXXX (This will automatically populate when you hit enter) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Select the <Settings> Button and enter the following information: 
Select Save extracts under 
Enter an extract name in the field next to the box that was checked. 
Click the Clock icon (Copy Values) at the bottom 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Click the <execute> icon 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. This will bring up a box where you can select a printer 
Click the drop down box next to printer and select a printer near you 
Deselect Print Immediately 
Deselect Delete after output 
Click <Continue> 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Enter Background Processing Parameters 
Job Name: (Descriptive Name for your job) 
Select Immediate Start 
Select Confirm 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Go to Transaction SM37 to view the background job and it’s progress 
Your user name will automatically default. 
Click the <execute> button 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
7. This will bring up a list of the jobs that you have for the date specified 

Click the <Refresh> icon to refresh the Status 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Once the job is finished, select the job and and view the job log 
 

 
 

 
 



 
 
9. After the job has run successfully without errors, go to Transaction KSEX 

Find the your extract and double-click the line to view the results (it will probably be close to 
the bottom) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
10. From this transaction, you will be able to see the sender amounts and receiver amounts 

Click the <Receiver> button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
11. To sort by a field, select that field and click the sort icon (either ascending or descending) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
12. To view the assessment amounts by WBS element, select the subtotal icon 
Select Fund and WBS and move them to the Sort Fields column 
Select Subtotal for each data element. 
Then click <Copy> 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
13. This will show you the subtotal by WBS element and Fund.  You can use this to compare to 

your legacy reports 
14.  You can print this report by selecting the print icon 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
14 (cont).   
 Select your printer 
 Select a suitable report format 
  Click the drop-down next to format 
  Double-click on the format you want ( X_65_132 should work) 
 Click continue 
 The job will be sent to the printer. 
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